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1. Purpose and scope. This nmenorandum assigns responsibilities and

est abl i shes procedures for continental United Sates (CONUS) tenporary duty
(TDY) travel for mlitary and civilian personnel and pernmanent change of
station (PCS) travel for civilian personnel of Headquarters, U S. Arny

Mat eri el Conmmand (HQ AMC)

2. Responsibilities. a. Commander, Headquarters and Installation Support
Activity (HHISA), AMC, is responsible for processing CONUS travel orders from
HQ AMC el enent s.

b. Each deputy Chief of staff (DCS), separate office chief, specia
assistant, and project nanager co-located at HQ AMC i s responsi ble for --

(1) Notifying the Secretary of the CGeneral Staff, AMC, prior to
hi s/ her departure on CONUS travel. The witten notification to the Secretary

*Thi s menmorandum super sedes AMC-M 600-1, 27 Novenber 1985.
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of the General Staff should include, as applicable, an explanation of the
essentiality and purpose of the travel and an itinerary; planned date of
return; and the nane, grade, and position or title of each individua
acconpanyi ng hi ni her on orders.

(2) Controlling travel funds all ocated.

3. Procedures. a. DD Form 1610 (Request and Authorization for TDY Travel of
DOD Personnel) will be prepared in the staff activity subnitting the request

for CONUS travel; reviewed for essentiality and approved by the DCS, separate
staff office chief, special assistant or project manager, or designated trave
approving official; and handcarried to the Travel Section, room 1N06, by 1500,
at |least 5 workdays before commencenent of travel. Request will be processed

on a “ first-conme-first-served” basis.

b. Travel Section (AMXIS-RB) will be furnished by MEMORANDUM the nanes
of officials authorized to approve TDY travel. Changes in designated
personnel will be reported pronptly.

4. Request for actual expense allowances. Request for actual expense

al l owances will be subnmitted in accordance with U4210, volune 1, JFTR for
mlitary personnel and paragraphs C4609 thru C4913, volune 2, JTR for civilian
per sonnel

5. Meeting/conference travel. Requests for neeting/conference travel wll be
submtted on a Menorandumto Travel Section (AMXIS-RB) with the infornation
outlined in a through I below, at |least 30 days prior to date travel will
conmence. DD Form 1610 will be prepared and attached to the Menorandum

a. Facts regarding the organization sponsoring the conference,
i ncludi ng the name of the organization, subject(s) for discussion, and
conmittee nmeetings the proposed conferee(s) will attend.

b. Location and dates of conference.

c. Nanme, grade, title, social security number (SSN), unit of
assi gnment, security clearance, and qualifications of each representative.

d. The need for representation and the benefit to the HQ agency, or
Department of the Arny (DA) fromrepresentation at the conference.

e. Nature of notification (including a copy of any invitation received
and when avail able, a copy of the programor agenda).

f. Extent of participation (to serve as attendee, as working nenber, as
chai rperson of board or conmmittee, or to present a paper).

g. Total estimated cost, registration fee, and statenent that TDY
travel funds are avail able.
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h. Any pertinent information to support or to justify the proposed
travel .

i. Nunber of neals to be furnished within the cost of the registration
fee.

6. First-class air travel. Authority to authorize or to approve the use of
first-class air acconmpdations is delegated to the Secretary of the Arny.
Requests for first-class air travel will be subnitted to Deputy Chief of Staff
for Personnel, ATTN. AMCPE-AT, and will provide the follow ng information:

a. Traveler’'s nane, grade, position/title, and organization
b. Purpose of trip.

c. Justification to include conplete explanation of the circunstances
for using other than coach class travel as outlined in the JTR Medica
docunent ati on nust also be forwarded, if appropriate for review by the DA
Sur geon Cener al

d. Conplete itinerary to include dates of travel, tines, flight
nunbers, and airlines used.

e. Additional cost of other than coach class. Show a conplete
br eakdown between the cost of first/business person’s class and the regul ar
coach class fare.

f. Reason advance approval not obtained, if possible.
g. Reason foe untinely delay in submtting request , if applicable.

7. CONUS bl anket travel orders (BTGOs). a. CONUS BTO s may be issued to
personnel whose CONUS travel requirenents cannot be net by the issuance of
regul ar travel orders. Such BTO s may be issued to general officers and key
civilian personnel whose required assigned duties are such that on occasion
the requirenent for travel is so urgent and of such an i mredi ate nature that
travel cannot be del ayed, pending preparation of regular travel orders.

b. Request for CONUS BTCs will be prepared on DD Form 1610 and
submtted to Travel Section (AMXIS-RB) for processing.

8. Invitational Travel Orders. Requests for invitational travel orders wll
be submitted to the Travel Section (AMXIS-RB) at |east 15 days prior to date
travel will conmmence. Each request will contain the follow ng information

a. The nane, SSN, and address of the individual to whomthe invitation
wi || be extended.

b. The date and place the individual will report for consultation
advi ce, or technical service.

c. The duration of the travel.
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d. The purpose of the travel.
e. Mde of Transportation
f. Per diemallowance to be authorized.

g. The highest security clearance required and the granting authority (
i f applicable).

h. |If the individual is a foreign national, a statenent that visit is
aut hori zati on has been granted by Assistant Chief of Staff for Intelligence,
DA.

i. The request for excess baggage and conplete justification

j. The fund cite chargeable for travel

k. Authorization to vary itinerary (Variation authorized). A request
for variation nust be conpletely justified.

9. References. a. Vol 1 JFTR and Vol 2 JTR
b. ARs 1-211, 37-106, and 310-10.

c. AMC-R 600-2.



The proponent of this publiaction is the Commandant,
Headquarters Installation Support Activity (H SA),
HQ AMC. Users are invited to send coments and
suggested i nprovenents on DA Form 2028 ( Recommended
Changes to Publications and Blank Fornms) to the
Commander, AMC, ATTN. AMXI S- RB.

FOR THE COMVANDER:

OFFI CI AL: JERRY C. HARRI SON
Maj or CGeneral , USA
Chi ef of Staff

DEBORAH A. DAVI SSON

Chi ef , Publishing Branch

DI STRI BUTI ON:

Initial Distr H(60) 1 ea DCS/separate staff office Chief

AMXDO- SP St ockr oom (1100)
AWXI S- RB (100).

AMC- M 600-1
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Appendi x A
I NSTRUCTI ONS FOR PREPARATI ON OF DD FORM 1610
Request and Aut horization for TDY Travel of DOD Personnel
section |. M LITARY PERSONNEL

1. ltenms 1 trough 6. Self-explanatory.

2. ltem7. Indicate as appropriate, TDY confirmatory, anendnent, extension
or group |level.

3. Item8. The degree of security clearance

4. 1tem9. Specify clearly and fully purpose of TDY. Cite purpose category.
5. _Item10. a. Nunber of days of TDY. (The nunber of days indicated in
this item cannot be exceeded by 100 percent or 7 days, whichever is |ess,

wi thout requiring a travel order anendnent.)

b. Indicate date for beginning of official travel which will be as
accurate as possible. Travel may begin as nuch as 7 days before or after the
i ndi cated date, but is not official until the date the travel orders are
i ssued.

6. Item11l. Indicate places, with installation, fromwhich official trave
is authorized and “return to point.” If it is expected that the traveler may
have to vary froma prescribed itinerary to acconplish the m ssion assignnent,
indicate by “x” in the block preceding “Variation Authorized.”

7. 1tem12. a. Check the node(s) of transportation to be authorized.

b. Al comercial air reservations will be nmade through the Ask M.
Foster Travel Services, 762-8180. Arrangenents for reservations should be
made as soon as travel requirenments are firned.

c. Travel by privately owned conveyance (POC), as the node of
transportation determ ned to be nore advantageous to the Governnent, is
aut hori zed for the follow ng areas:

(1) Fort Lee, Virginia.

(2) Aberdeen Proving Gound (APG, Maryl and.

(3) Letterkenny Arny Depot, Chanbersburg, Pennsyl vani a.
(4) Edgewood Arsenal, Maryl and.

(5) Fort Monmouth, New Jersey.

(6) Fort Eustis, Virginia.
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(7) Dover, New Jersey.
(8) Fort Monroe, Virginia.
(9) New Cunberl and, Pennslyvani a.

(10) Tobyhanna Arny Depot, Tobyhanna, Pennslyvania (for trip in excess
of 1 day).

(11) Phil adel phia, Pennsylvani a.
(12) Richnond, Virginia.

d. Wen travel to the locations specified in c above is to be perforned
by a nilitary nmenber, check the POC bl ock “Mre Advantageous to Governnent,”
and | eave “Rate Per MIle” blank. Wen travel is to be perforned by POC to
areas other than those authorized as “Mre Advantageous to Government,”

i nclude statenent in item 16, Mdde of travel POC. [|f unusual circunstances
exi st, POC as nore advantageous to the Government to |ocations other than
those |isted above nay be authorized if sufficient justification is furnished
initem16 or on an acconpanyi ng Meno. Wen two or nore individuals are
required to travel to the sane location on the sane day, the use of carpools
shoul d be encouraged to conserve travel funds.

e. Oficial travel within the Mlitary District of Washi ngton (MDW
area will be perfornmed in accordance with DARCOM ( AMC) - M 56- 1.

8. ltem 13. Leave bl ank.

9. Item14 and 15. To be conpleted by USAMC Travel Section (AWX S-RB)

10. ltem 16. This should include any special requirenents/statenents not
fully explained or justified in itenms 1 through 13.

a. |If “Variation Authorized” block is checked in item 11, indicate the
anticipated |ocations to which travel nay be required or appropriate
justification.

b. Authorization for rental or special conveyance, e.g., boat,
aircraft, or autonobile, to include nileage, nunber of days, and area of use.
Rental car auth - First preference, rental car conpani es havi ng negoti ated
agreements with Mlitary Traffic Management Conmand (MIMC). Justify why
person needs rental car

c. Statenment concerning registration fee (conference travel only).

11. ltem 17. This itemw Il be conpleted by the DCS, separate staff office
chi ef, or enployee’ s supervisor

12. 1tem 18. Signature of DCS or separate staff office chief or other
desi gnated travel approving official
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Appendi x A--Conti nued

13. ltem19. When AMC funds are cited on travel orders, fund citation and
signature of funds authorizing official will be entered by adm nistrative

of fice. Wien other than HQ AMC funds are to be cited on travel orders, the
original authorization fromthe finance officer of the issuing activity nust
be available at the time the travel orders are submitted for approval. Fund
citation will be entered in this block by the Adm nistrative Ofice.

14. 1tem 20 through 22. Entries will be made by Travel Section (AMXl S-RB).
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REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DO PERSONNEL ' ReouceT
(Reference: Joint Travel Reguisnoas)
Travel Authorized as (adicated in (tems 2 through 31. 5 July 1988
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Lase Pirst Middie [nmal) 3. POSITION TITLE ANO GRAOE OR RATING
SMITH, JOHN R. 987-65-4321 Ch, Deep Battle Divisiom, COL, GS
4 OFFICIAL STATION S. ORGANIZATIONAL ELEMENT 6 PHONE NO.
HQ USAMC
Alexandria, VA AMCSM=-WST  (X2-WOGWAA) 48123
7 TYPE OF ORDERS 8 SECURITY CLEARANGE 9. PURPOSE OF TOY
To attend RAM Managers Meeting.
TDY TOP SECRET :
10a.APPROX NO OF OAYS OF b PROCEED O/a 1Date) .
TOY(including travel ume)
3 18 July 1988 Travel for Meetings Conferences and Soeechq
11, ITINERARY DVAMAY:Q»- AUTHORIZED . . -
FROM: Woodbridge, VA (Res) o,
TO: Ft. Lee, VA (ALMC) : )
RETURN: Woodbridge, VA (Res) ‘
12. MODE OF TRANSPORTATION
COMMERCIAL GONVIANMENT PRIVATELY OWnED CONVEYANCE (Cleck one)
RAIL YL eus srim AR VE=:CLE EL T4 RATE PER mILE:

muolt ADVANTAGEOLS TO GOVERNMENT

MILEAGE ACIMEURSEMENT ANO SER O1€M LIMITED TO CON-

AS ODECTERMINED 8Y APOROARIATE TRANSPOARTATION STRAYCTIVE COST QF COMMON CARRICN TRANSAPQATATION &
OreICER (Ouersans Travel aaly) RCLATED PER OIC™ 4SS DETERMINED 1N JTR TRAVEL TimE
CIMITED AS (NOICATED IN JTR.
13 ] PER OtEM AUTHORIZED IN ACCORDANGCE WITH JTR.
(JOTHER RATE OF PER OIEM (Specify)
ESTIMATED COST ’ 1S. AOVANCE
14 ' " AUTHORIZED
oLR OICM TRAVEL . OTHER TOTAL
$ $ $ $ $

16. REMARKS /Use this space for special requirements, lave. supertor or [st-class accommodalions. ¢xcess daggage. reguaalion [ees. etc.)
Hes a Govermment Charge Card.
POV authorized in and around TIDY point approx. 100 miles.

Trip report required.
"VENUS teleconferencing was considered."

17 REQUESTING OFFICIAL (Tile and signature) 18. APPROVING QOFFICIAL (Titie and uugnature)
JACK T. SMITH, JR. COL, GS MARY L., CARIER
¢, AMCSM=WC , C, Plans and Operations Division

AUTHORIZATION

19. ACCOUNTING CITATION

DSSN 6376

20. OROER AUTHORIZING OFFICIAL (Titie and signature) OR AUTHENTICATION 21. OATE ISSUED

22. TRAVEL OROER NUMGBER

DD .57 1610
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I NSTRUCTI ONS FOR PREPARATI ON OF DD FORM 1610

Section Il. ClVILI AN PERSONNEL
1. ltenms 1 trough 6. Self-explanatory.
2. Item7. Indicate as appropriate, TDY confirmatory, anmendnent, extension
or group |evel.
3. ltem8. The degree of security clearance. (optional)

4. 1tem9. Specify clearly and fully purpose of TDY. Cite purpose category.
5. I1tem10. a. Nunber of days of TDY. (The nunber of days indicated in
this item cannot be exceeded by 100 percent or 7 days, whichever is |ess,

wi thout requiring a travel order anendnent.)

b. Indicate date for beginning of official travel which will be as
accurate as possible. Travel may begin as nuch as 7 days before or after the
i ndi cated date, but is not official until the date the travel orders are
i ssued.

6. Item11l. Indicate places, with installation, fromwhich official trave
is authorized and “return to point.” If it is expected that the travel er may

have to vary froma prescribed itinerary to acconplish the m ssion assignnent,
i ndicate by “x” in the block preceding “Variation Authorized.”

7. I1tem12. a. Check the node(s) of transportation to be authorized.

b. Al conmercial air reservations will be made through the Ask M.
Foster Travel Services, 762-8180. Arrangenents for reservations should be
nmade as soon as travel requirenents are firned.

c. Travel by privately owned conveyance (POC), as the node of
transportation determ ned to be nore advantageous to the Governnent, is
aut hori zed for the foll owi ng areas:

(1) Fort Lee, Virginia.

(2) APG Maryl and.

(3) Letterkenny Arny Depot, Chanbersburg, Pennsyl vani a.
(4) Edgewood Arsenal, Maryl and.

(5) Fort Monmouth, New Jersey.

(6) Fort Eustis, Virginia.

(7) Dover, New Jersey.
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(8) Fort Monroe, Virginia.
(9) New Cunberl and, Pennslyvani a.

(10) Tobyhanna Arny Depot, Tobyhanna, Pennslyvania (for trip in excess
of 1 day).

(11) Phil adel phia, Pennsyl vani a.
(12) Richnmond, Virginia.

d. Wen travel to the locations specified in c above is to be perforned
by a civilian enployee, check the PCC bl ock “Mre Advant ageous to Governnent,”
and insert “22.5" opposite “Rate Per Mle.” When travel is to be perforned by
POC to areas other than those authorized as “Mre Advantageous to Covernnent,”
check “M | eage Rei nbursement and Per DiemLinited to Constructive Cost of
Conmon Carrier Transportation and Rel ated Per Diem as Deternined by the JTR
Travel Time Linmted as Indicated in JTR” Excess travel tine resulting from
the use of POC rather than the usual nobde of transportation will be charged to
the travel er as annual |eave. |f unusual circunmstances exist, POC as nore
advant ageous to the Governnent to | ocations other than those |isted above nay
be authorized if sufficient justification is furnished in item 16 or on an
acconpanyi ng Meno. \Wen two or nore individuals are required to travel to the
same | ocation on the sanme day, the use of carpools should be encouraged to
conserve travel funds.

e. Oficial travel within the Mlitary District of Washington (MW
area will be perforned in accordance with DARCOM ( AMC) - M 56- 1.

8. Item13. Place an “X’ in block “Per Diem Authorized in Accordance with
JTR' except when action taken under chapter 8, volume 2, JTR, to establish a
different rate or a reduced rate of per diemis prescribed in part 111,
appendi x C, volunme 2, JTR

9. Item14 and 15. To be conpleted by USAMC Travel Section (AMXl S-RB)

10. ltem 16. This should include any special requirenents/statenents not
fully explained or justified in itens 1 through 13.

a. |If “Variation Authorized” block is checked in item 11, indicate the
anticipated |ocations to which travel nay be required or appropriate
justification.

b. Authorization for rental or special conveyance, e.g., boat,
aircraft, or autonobile, to include mleage, nunber of days, and area of use.
Rental car auth - First preference, rental car conpani es havi ng negoti ated
agreements with Mlitary Traffic Management Conmand (MIMC). Justify why
person needs rental car

c. Nunmber of days and inclusive dates of authorized | eave to be taken
in connection with TDY

A-6
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d. Statenent concerning registration fee (conference travel only).

11. ltem 17. This itemwll be conpleted by the DCS, separate staff office
chi ef, or enpl oyee supervisor

12. 1tem 18. Signature of DCS or separate staff office chief or other
desi gnated travel approving official

13. ltem 19. Wen AMC funds are cited on travel orders, fund citation and
signature of funds authorizing official will be entered by adninistrative
office. Wen other than HQ AMC funds are to be cited on travel orders, the
original authorization fromthe finance officer of the issuing activity nust
be available at the time the travel orders are subnmtted for approval. Fund
citation will be entered in this block by the Adm nistrative Ofice.

14. 1tem 20 through 22. Entries will be nmade by Travel Section (AMXl S-RB)
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Appendix A--Continued
1. CATE OF
REQUEST

REQUEST AND AUTHORIZATION FOR TOY TRAVEL OF DOD PERSOMNMNEL

(Reference: Jein Travel Reguiauans)
Travel Authorized as adicated ta (tems 2 through 21. S Julx 1988

3 POSITION TITLE ANO GRADQE OR RATING

2. NAME (Las, Pirse Middle {nusal)

JONES, CHARLES R. 123-45-6789 Supply Management Rep GS-12

& OFFICIAL STATION S ORGANIZATIONAL ELEMENT 6. PHONE NO

HQ USAMC

Alexandria, VA AMCSM~WST 48123
8 SECURITY CLEAR ANCE 9 PURPOSE OF TDY

7 TYPE OF OROERS

TDY SECRET
5 PROCEED Osa (Dates

To atteand Shelter IPR.
To attend FIREFINDER Systems Quarterly

Program Review.

10a.APPROX NO OF DAYS OF
TOY/ [Iaciuding (ravel t(wme)

10 18 July 1988 Operational/Managerial Travel
11 (TINERARY ij‘nunon AUTHOMZILO ) A p
FROM: Alexandria, VA . [
TO: St. Louis, MO (TROSCOM) 5 days _ Y
ITO: Fullerton, CA (Hughes Aircraft C0.) S days y -
RETURN: Alexandria, VA : . _
12. MQOE QOF TRANSPORTATION
COMMERCIAL . GOVERNMENT PRIVATELY OWNED CONMVEYANCE /Check oney
RAL AR sus Srp AR v(-_~CLI‘. SHo RATE PCR MILE:
X {C]onc sovanTacEOULS TO GOVERNMENT
MILEAGE REIMOURSEMENT AND #E® OIEM LIMITED TO COM-
ARRICR TRANSPORTATION &

G STRUCTIVE COST OF COMMON C
RELATED PE€R OiC™M as OCTEAMNED IN JTR, TRAVEL TIME

AS OELTECRMINKED 8V APPRQOPARIATE TRAMSPORTATION
LIMITED AS INOICATED N ITR

OF FICER (Overtaas Travel anly)

] PER DIEM AUTHORIZED IN ACCOROANCE WITH TR,

13.
() oTHER RATE OF BER DIEM ‘Specdfy)
T
T T 1S. AOVANCE

> ESTIMATED COS AUTHORIZED
PER OIEM raaveEl CTmER TOTAL

] $ 3 $ $
16. REMARKS /L3¢ thus space for special requiremenss, kave. superiar ar [st-ciass accommodations. excess daggage. regiacraiion fees, ety

oes not have a Govermmeant Charge Card.

Trip report required.

"VENUS teleconferencing was considered."

You are authorized use of special conveyance (rental car).
car companies having negotiated agreements with MIMC. (Justify why person needs

First preference, rental

rental car)

17 AREQUESTING OFFICIAL (Tile end ngnature) 18. APPROVING OFFICIAL (Title and sigrasure)

[ JACK T. SMITH, JR. COL, GS MARY L. CARTIER

C, AMCSM=WC . C, Plans and Operations Division
AUTHORIZATION

19. ACCOUNTING CITATION

DSSN €376
20. OMOER AUTHORIZING OFFICIAL (Title and signaturey OR 4L THENTICATION 21. OATE ISSUED

22. TRAVEL ORDER NUMBER

Dleg:-q-r 1610 ’ A-8

REQUEST FOR OFFICIAL TRAVEL
et
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Appendi x B
SECURI TY PROCEDURES- - CONUS TRAVEL

Each DD Form 1610 will contain in item 8, as appropriate, the security
cl earance of the traveler.

a. Prior to each trip requiring access to classified material, activity
will submit AMC Form 1663 (Request for Visit Authorization) to the HQ Security
Branch, ATTN. AMXIS-RS. This formwill be subnmitted at |east t workdays prior
to the date of the visit.

b. Notification of visit on teletype will be limted to energency
situations, only when AMC Form 1663 will not reach the activity to be visited
before the date of the visit.
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Appendi x C
PROCEDURES FOR CANCELLATI ON AND AMENDMENT TRAVEL ORDERS
1. Cancellation of travel orders will be acconplished as foll ows:

a. The traveler will cancel all conmmercial reservations; return the
transportation requests (TRs) and tickets, if used, to the issuing
transportation officer and obtain a DD Form 730 (Recei pt for Unused
Transportati on Requests and/or Tickets Including Unused Meal Tickets);

i ndi cate on DD Form 730 the date and hour cancellation was effected and, if
avai |l abl e, the nane or code nunber of the carrier representati ve who accepted
the cancellation; and refund any advance of funds to the finance and
accounting office (F&AO naking the advance, obtain a receipt.

b. Upon conpletion of action above, a Menorandum requesting
cancel | ati on and signed by designated approving official will be forwarded to
the Travel Section (AMXIS-RB), within 3 days of effective date of proposed
TDY. Al copies of DD Form 1610 will be enclosed with appropriate receipts to
indicate that either the TR or tickets were received or that no advance of
funds was received. Blocks 17 and 18 have to be signed by the requesting and
approving officials after travel prepares the DD Form 1610.

c. The Travel Section (AMXIS-RB) will issue the revocation orders.

d. Anendnents of travel orders will be requested by the official who
approved the DD Form 1610 by transnmitting a Menorandumto the Travel Section
(AMXIS-RB) will then issue the necessary amendnment. Requests will include
four duplicate copies of the original order DD Form 1610. Blocks 17 and 18
have to be signed by the requesting approving officials after Travel prepares
the DD Form 1610
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ADVANCE TRAVEL ALLOWANCES--Cl VI LI AN AND M LI TARY MEMBERS

1. Ceneral. Advance of funds will be confirmed to the anmount necessary for
conpletion of the travel. Only one advance will be nmade to the enpl oyee under
t he sane unanmended travel orders. No advance will be made when there is an
anount out standi ng under previous orders, for which the requirenent for
col l ection has not been specifically waived by an official responsible for
approvi ng rei nbursenment vouchers. Reinbursenments vouchers which have been
subm tted by the enpl oyee, but which have not been settled by the FA&D APG
MD, will not serve as a basis for denying funds.

2. Type of advance. Upon receipt of orders directing TDY, civilian personne
who desire an advance of travel allowances nmay elect to receive one of the
foll owi ng al |l owances:

a. Per diem Normally, advances of per diem all owances are nade for 30
days. However, when facilities for processing partial paynent travel vouchers
are not expected to be readily avail abl e, advances nay be nmade in excess of 30
days.

b. Per diemplus nileage. Per diemplus nileage for the use of PCC, if
aut horized in travel order.

c. Advance based on expense. Advance based on actual expense all owance
when authorized in travel order.

d. Per diemplus cost of rental automobile. Advance of funds may be
made for the shipment of household goods and for transportation of house
trailer. For this type of advance the civilian enpl oyee should consult vol une
2, JTR

3. Ampunt of advance. The anount of the advance will be determined in
accordance with paragraph 2, this appendix, for civilians and volune 1, JFTR
for mlitary. Availability or nonavailability of Governnent quarters at TDY
points is not normally considered in determ ning the anbunt of the advance.
An advance of funds will not be nmade for |ess than $50, unless authorization
is for reinbursement of registration fee in excess of $10 or when financial
hardshi p woul d be inposed on the traveler if required to pay for allowable
travel expenses from personal funds, on a case by case basis. M eage
allowance will be limted to an advance of $100 under an individual trave

or der.

a. Al eligible travelers are linted ta an advance of 40 percent of
per diemwhen traveling to CONUS installations or cities w thout governnent
guarters avail able, regardl ess of whether they elect to receive a charge card
or not. That advance is increased by 100 percent of other reinbursable
expenses such as registration fees, in-and-around mleage, etc. Trave
advances for rental cars are not authorized to personnel eligible for
i ndi vi dual charge cards.
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b. Since charge cards are not currently accepted at nost mlitary
installations, travelers to |ocations having quarters and ness available wll
recei ve an advance under current procedures.

c. Eligible travelers are limted to an advance specified by the
conmmand and per AR 37-106 when traveling to outside Continental United States
(OCONUS) installations or cities without Governnent quarters avail abl e.

That advance is increased by 100 percent of other reinbursabl e expenses such
as registration fees, etc. The charge card is presently encouraged for use
OCONUS

4. DD Form 1351 (Travel Voucher). This form (original plus 3) if required
for each advance travel allowance for TDY. The Class B Agent will mark the
original to so indicate and return to payee.

5. Preparation and approval of DD Form 1351. DD Form 1351 will be prepared
as foll ows:

a. Sectionl. Insert “X" initem1 “Advance of Travel Allowances
(TDY/ TAD)” or item 2 “Advance of Travel Allowances (PCS)” whichever is
appl i cabl e.

b. Section Il. Conplete item1l to show payee’s |ast nanme. first nane,
and mddle initial. Item2 will indicate grade. Item3 wll show SSN. Item 4
will show “HQ AMC, Alexandria, Virginia.” Item5 will be conpleted to show the
applicable travel authorization nunber. Item®6 will reflect the type of

advance requested. (This information will be obtained frompara 2.)

c. Section |1l through section VI. Leave bl ank

6. Retention of travel advance. Approval of an advance of per diem allowance
is required for an enployee who is in a continuous or frequent TDY trave
status (including travel under BTGs) when the advance is to be retained.
Approval will be nade for retention until the final settlement voucher is
submtted for conpletion of the frequent TDY trips, or the submi ssion of the
voucher for settlenent of TDY all owances for the end of the applicable fisca
year, whichever occurs first. The typed nane and title , and the signature of
the approving official will be entered initens 1 and 2, section IV, DD Form

1351. In the case of approval for retention of the advance, the title of
section IV, “Approved for Paynent,” will be anended to read “Approved for
Payment and Retention.” In addition, a statenment will be included in section V

to show that all of the advance requested, or a part of the advance (in $
amount), whichever is applicable, will be retained.

7. Settlenent of advance. Advance of travel allowances normally will be
settled as soon as practicable after conpletion of the travel. |f the advance
is not settled within 15 days after conpletion of travel, the enployee will be
notified that payment of the bal ance due nust be nade i medi ately. Unless
paynment is nmade within 15 days fromdate of notice, collection will be nade
fromsalary due, retirenent credit, or other neans of collection

D2
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8. Cancellation or indefinite postponenent of travel. In the event of
cancel l ation or indefinite postponenent of authorized travel, imediate steps
will be taken to secure refund of any advances that nay have been nade.
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SPECI AL CHECKLI ST FOR TEMPORARY DUTY TRAVEL

1. Reference. a. Message, Cdr M LPERCEN, DAPC-ALS, 081200Z Cct 86, subject:
Internal Control Review Checklist for Army Travel System

b. AMC-R 600-2. 31 May 1985, Tenporary Duty Travel of Mlitary and
Cvilian Personnel

2. Reference la provides two checklists to be used to tighten-up existing
procedures for authorizing TDY Travel .

a. The Special Checklist for issue of DD Form 1610 (table E-1) will be
included in a future update of AR 310-10. Special checklist is to be used in
conjunction with the guidance in reference 1b by requesting and approving
officials prior to signing each DD Form 1610.

b. The Internal Control Review Checklist is in UPDATE DA Cir 11-87-6.
Requesting and approving and authorizing officials will conplete the
appropriate portions of this checklist, signit and file a copy for audit and
i nspection purposes. Checklist will be conpleted every 2 years thereafter or
whenever new requesting , approving, or authorizing officials are designated.
(See fig E-1.)

3. In order to inplenent the use of these two checklists the follow ng
actions are required:

a. Each DCS, separate office chief, special assistant, or project
manager will provide a current list of requesting and approving officials (two
persons) to HQ Travel Section, AMXIS-RB, 1NO6. List should contain nane,
grade/ rank, position title and whether the individual is designated requesting
or approving official

b. The Disbursing Station Serial Nunber (DSSN) will be typed in bl ock
19 of DD Form 1610.

c. Lists of requesting and approving officials will be updated
sem annually on 1 Cctober and 1 April. Changes to lists will be submtted by
Menorandum to HQ Travel Section, AMXI S-RB, 1N0O6
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Table €-1

REFERENCE SHEET FOR ISSUE OF DD FORM 1610

1. Purpose andUse. This istYprescrbes minimum essential considerations
needed to justify and verify TDY travel requrements. Officlals who a DD
Form 1610 must be prepared to explain the reasonableness of thelr action to
request, approve and authorize orders for the expendture of govemment funds.

2. Coverage. Byrggrhg the DDForm 1610, officlals verify there Is reasonable
justification for the travel (subject to audt/inspection). Especialy:

Papose of TDY BLOCK 9).
(1) )ssion requires physical presence of individuaks) at ttinerary

a.
loca 8).

(2) ber of travelers Is consistent with related factors of technical
complexity, perforrance milestone, or prescribed attendance.

b. Approximate number of days of TDY Block 10A). Dates do not exceed
elapsed time to complete assignment (with impact on advances) and minimize
unproductive TDY on weekends and holidays.

c. Hinerary Block 11).
51; Variation authorized supported by experience or probable need.
2) Military instalation shown as place of TDY when appropriate (with
impact on use of quarters). '

d. Mode of transportation and estimated costs Block 12 and 14).

(1) Costs are based on use of SATO or fransportation office for travel
ar S.

g ) POC authorization do not increase government costs over other
practical transportation.

(3) Per diem consliders realistic number of days and, when approoriate,
use of government quarters.

(4) Advance authorized considers reaiistic cost estimates and whether
traveler has government credit card (e. g.. Dinners Ciub Card).

e. Remarks Block 18).
(1) Rental car authorzation is consistent with need for local travel at
TDY location, realties of public transportation, cost of taxi service, and
« number of travelers.
(2) Exc:fﬁons such as “use of existing government faciities would
adverz«rstely aftect the performance of the assigned mission: are traceable to

(3) Spedial authorizations for travel advancs, taxi extra baggage,
etc., are traceable to support.
(4 ehéh‘tde choice and number—coded travel options are generally

(5) Government transportation request (TR) costs regardess of mode of
travel are shown.

f. General.
A1) t(gdfﬁaals who can request, approve and authorize orders are normaly

(2) Block 19 includes the DSSN of the office that maintains the
traveler's DD Form 1588.
(3) Fund cite Is traceable to approved travel funds.

E-2
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tnterr.al Control Review Checklist (AR 310-10 and JTR), page 1 ot 3

TASK: Personnel Activites
SUBTASK: Military Personnel Functions

THIS CHECKLIST: Temporary Duty (TOY)
. Travel Orders

ORGANIZATION:
ACTION OFFICER:
REVIEWER:

DATE COMPLETED:

ASSESSABLE UNIT: The specific managers
responsibie for using this checklist will be des-
ignated by the cognizant headquarters’ staff
functional principai (e.g., at appiicable FOA,
MACOM, SIO, and TOE division headquarters).
The principal and mandatory schedute for us-
ing the checklist will be shown in the annually
updated Management Control Plan.

EVENT CYCLE 1: Requesting TDY Travel

Step 1: Validate the mission need for TOY
travedl.

Risk: Waste of Travel tunds because the mis-
sion could be accomplished by aiternative
means such as corespondence, lelephone,
teleconferance.

Control Objective: All TODY travel requests ar
based on essential mission or training needs of
the organization.

Conirol Technique: Responsibility and ac-
countability of requesting officials initiating
travel requirements and authorizations is
understood.

Test Question:

1. Are individuais dasignated as TDY travel or-
der requesting officials zdvised of their respon-
sibility and accountability for protecting
government resources under management re-
sponsibilities of Public Law 97-255, Federal
Managers’ Financial Integrity Act (AR 11-2)?

Response: YES____
Remarks: '

NO___ NA___

2. Are guidelines clear on the need 10 consider
alternatives before authorizing TOY wavel for
mission and Taining accomplishment (telecon-
ference, comespondence, local training, and so
forth)?

NO____

Response: YES___ NA

Remarks:'

3. Do the objectives, locations, and perfor-
mance period for the TOY mission warrant the
manbor of vavelers?

Response: YES_ NO___. NA____

Remarks: '

4 Are trips planned in advance with due regard
to maximizing productive weekdays and mini-
mizing weekend and holiday usage?

NO___

Response: YES___ | NA__

Remarks: '

5. Does experience (e.g.. necessary reimburse-
ment actions) demonstrate that travel

Response: YES____
Remarks: '

exist for request-
" in block 11 of the

7. Are requests for TOY travel prepared on OO
Form 1610 (Request and Authorization for
TOY Travel of DOO Personnel) and submitted
for review and approval at the earliest practica-
bie date? ’
NO____

Response: YES____ NA__

Remarks: '

Steo 2 Minimize TOY trip costs.

Risk: Waste of funds for nonessential trip
costs such as car rental, excessive lodging ex-
pense, or noneconomical ravel mode.

Control Objective: Travel requests should re-
flect the most economical mode of Yransporta-
tion, shortest possible trip, and minimum
NECesSSaYy Yaveler entittements.

cmnmucmmwm
zation directives giving and local in-
structions on 0O Form 1610 preperation and
trip planning.

Test Question:

1. Ar@ travelers required 10 make arrange-
ments 107 Nansportation Svough scheduted eir-
fine ticket offices (SATO) for CONUS or
wansportation offices OCONUS?

UPDATE « DA CR 11-87-8
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2. Is the number of travelers {or & specific pur-
pose, especially meetings/conferences, limaed
to those whose presence is justified in the best
nterest of the commander?

NO____ NAL

Response: YES_____
Remarks: '

ilitary mstaliaton at whch the
e visited is located and not 10

4. Is a city TDY location shown only when te
duty will actually be performed in the commer-
cial sector and it is known that military lodging
is neither availaole nor lppropnale for the
traveler?

NO___

Response: YES____ NA_

Remarks: '

5. Is car rental entitiement limited 10 those Trav-
ol situstions where use of public rarisportadon
is not practical and expenence has shown cas
rental 10 be either more economical than taxi
use or the only practicali means of ground
transportation in and around the TDY locaten?

Response: YES__. NO___ NA___
Remarks: '
6. Are any ematodnbbckﬁotmc

00 Form 1610 (for example, use of existing
Government facility would adversely affect the

of the assigned mission) Tacea-
bie 10 reasonable justification?

Response: YES____ NO___ NAL__
Remoarks: '

EVENT CYCLE 2 Approving TOY Travel
Step 1: Review Favel requirement.

Alsic Failure 10 eview the reQUINEMent repre-
sents a negiect of administrative responsibiity.
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AR 310-10 and JTR ICR Checidist, pege 2 of 3

Control Objective: Assurance is provided that
requested TDY travel is both mission essential
and performed in the most cost advantageous
manner.

Control Technique: Separate duties.

Test Question:
1. Do approving officals know specifically who
s authorized 0 sign the DD Form 1610 as a
requesting official?

NO____

Response: YES____ NA____

Remarks:'

2. Is the stated purpose of each thp reasona-
bie under cvcumstances known (0 the approv-
ing officiat?

NA___

Response: YES____ NO___

Remarks: '

3. Can requests tor mode of ravel via privately
owned conveyance (POC) as more advanta-
geous to the Government stand scrutiny of
close auait?

NO____

Response: YES__ NA

Remarks: '

4. Is a lesser than maximum travel advance
authorzed when the traveler has been tssuec
8 Oiners Club carg?
Response: YES___ NO__
Remarks: '

NAL

Step 2: Process travel requests in a timely
manner.

Risk: Waste due 10 deferrals or deleys.

Control Objective: Prompt processing of DO
Form 1610 would aliow traveler 10 take advan-
tage of available discounts for sarty airtine
bookings, greater opportunity for on-post lodg-
g reservations, and additional ime 10 obtain
a ravel advance.

Control Technique: Expedite the routing of
0O Form 1610 for approving official signature,
fiscal office processing, and suthorizing official
signature.

Test Question: Are DO Forms 1610 for pro-
earty enough 10 optmize opporumities 10r Fev-
olers 10 obtain lower air tares, avadable Gow
omment lodging, and receive trevel advances.

Appendix E=-Continued

Response: YES____ NO___

Remarks:

EVENT CYCLE 3: Authorization of the TDY
Travel

Step 1: Verily the accuracy and compieteness
of the DO Form 1610 and the appropriateness
of the TOY travel.

Risk: Improper TDY travel represents a misuse
of personnel and financial resowrces.

Control Objective: TOY trave! being ordered
1S correct, complete, and in compiiance with
appiicable requiations.

Control Technique: Exercise controls to pro-
wde reasonable assurance that approved TDY
Tavel requests comply with govemning reguia-
tons and command pohicy.

Test Question:
1. Are locations and facilities for g
conferences approved with
10 the impact on TDY

Response: YES
Remarks: !

D% DO Form 1€10 imited 10 specifi-
empled croumstances and time-sensi-
luations in which separation of these
ies is not possibie?

Response: YES____ NO___
Remarks:!

NaL__

3. Has the servicing fiscal office representative
entered the appropriate accounting
classification(s)?

Response: YES___ NO____
Remarks: '

NA

4. Is the DSSN of the office that maintains the
traveler's DO Form 1588 inchuded in block 19
of the 0D Form 16107

Response: YES___ NO___ NA___
Remarks: '

S. When “veriation suthorired™ is checked in
the itinerary block, is & consistent with the pur-
pose of the TOY or otherwise supported by
seperste jstfication?

UPDATE « DA CR 11-87-8
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Response: YES____ NO____ NAL___
Remarke: !

6. Are the special requirements and authoriza-
tons granted to the traveler in the remarks
dlock of DO Form 1610 imited 10 the standard
slatements prescribed in AR 310-10, appendix
B, as supptemented by local commandg
drective?

Response: YES_____
Remarks: !

NO___ NA___

8. Are reasonably accurate estimated cost da-
a entered on the DD Form 1610 consistent
with length of TDY, mode of transportation,
availability of Government lodging and meais,
and the cost experience of similar TOY
missions? .

Response: YES____
Remarks: !

NO___ NA___

8. Are DD Forms 1610 typed in such a manner
as 10 preciude or make ditficult any frauduient
aternation such as—

8. Multiple choice standardized formats in
the Remarks block as will/will not, requiring a
ng-out of the not applicable statement?
NA___

Response: YES____ NO___
Remark

b. Travel options that are number coded and
mkcnppﬁcabhbymoobcsadcmeusted
number in the Remarks block?

Resporee YES___ NO___ NA____
Remarks: '

Step 2: Prompdy issue and distribute Tavel
orders.

Risic Deleys result in insutficient leadtime 10
axsCute the order.
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\R 310-10 and JTR ICR Checkiist, page 3 of 3

sontrol Ob]ectlve: Prompt authentication of
‘DY travel orders and distnbution of copees 10
\ach individual and organization named i the
wder.

sontrol Technique: Distribute instaltation/or-
janization TDY poiccy directives or orders au-
horizing official SOP covering issuance and
nistribution of DO Form 1610 copees. -

[est Question:
I. Is the authorizing official for TDY travet or-
sers the commander or one who has been tor-
nally delegated authority by the commander?

NO____

Response: YES___ NA___

Remarks: '

2. Are the appropriate number of DD Form
1610 copies distributed to the individual and
organization named in the order?
NO____

Response: YES___ NA .

Remarks: '

3. Is a copy of the DD Form 1610 travel crd
distributed 1c the finance office cited in the a
counting classification?

Response: YES____ NO__ NA___
Remarks: '

4. Do local controt procedures call for periodic
inspections o determine it copies of DO Form
1610 are distributed to individuais and organi-
zations requiring copies? -

Respoa'u: YES___ NO__ NA_ __
Remarks: '

Step 3: Issue amendments, rescissions, or
revocations.

Risk: Late amendments or failure to réscind of
revoke DD Form 1610 when the travel require-
ment has been cancelled increases the poten-
tial for submission of inaccurate or fraudulent
travel vouchers.

Control Objective: Amendments are ssved
prior 10 the completion of the original order and
rescissions or revocatons are accomplished
before execution of the original travel order
begins.

Control Technique: Correct preparation and
expeditious issuance of DO Forms 1610.

Test Question:

1. Do requesting and approving officials exer-
ciu.deqnumobwmomlmi-
uﬁotuptovidedmﬂnoﬁw'\lIDDFomllslo
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are sutficient for successful performance of the
TOY mission?
NO___

Response: YES_____ NA____

Remarks: '

2. Are amendments prepared on DD Form
1610-using a new travet order number and cit-
ing the travel order being amended?

NO___

Response: YES___ NA_

Remarks: '

3. Are rescissions and revocatio
DFs or DD Forms 1610 usingg
der number and citing P
scinded or revoked2

Response
Rema Q

mendments, rescissions, ard revoca-
t the DD Form 1610 or CFs given the
e distribution as the original order 1o in-

-clude the finance office cited in ihe accounting

classification?

Response: YES._. NO___ NA___
Remarks:’

' Explain rationale for YES respo or provide
Cross- where e can be fourx. For

NOva«mwmcm
mmmumuma"&w
rasonale.

{ attest that the above-listed internal controls
provide reasonable assurance that Army re-
sources are sdequately safeguarded. | am sat-
istied that if the above controis are fully
operationst, the internal controls for this
subtask throughout the Arrny are adequate.

Divector of Military Personnel Management
FUNCTIONAL PROPONENT

i have reviewed this subtask within my organi-

zation and have supplemented the prescribed

intemal control review chacklist when war-

ranted by unique environmental circum-

stances. The controls prescribed in this
UPDATE < DA CIR 11-87-6
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checkiist, as amended, are in place and opera-
tionat for my organization (except for the weak-
nesses described.in the attached plan, which
includes schedules (or correcting the
weaknesses).

OPERATING MANAGER (Signature)



